
, IPPLICATION FOR RECORDS DISPOSITION STANDARD 
I 

Department of Planning and P'ublic A f f a i r s  
Div is ion  of  P lanning-and  Marketing 

A t l a n t a ,  Georgia 30308 

2200 Peachtree'Summit Bui ld ing  
401 W e s t  Peacht ree  Street NE 

-~ - 

,i 

to Received Abplicdtion No. Date Completed 

M" - * 1978 78-26 MAR - 
,978 

2. Oept. Application No. . .  
1. Application 

~ . _  ~ . .  . .  

INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst, Managpment Systems Division 
3. I l e ~ i  , Division. Subdivision & Administering Office Addrsrr '< FOR REC0ROS'MA~qUnL)IT . dlVlSlON USE 

0. Person to Contact .Working Title mnager of 
Bruce B .  Emory 

6. Telephone Number 

see a t t ached  

' I  

I 

_. __ ~ 

1. Record Series Description This file contains the following documents (include form n u m b e r s a n d t i ~ ~ , ~ j n y ) : '  
Attach samples of the file. 

Documentsrelatingto: coordinat ion of p lanning  and po l i cy  formulat ion and developmc 
of g u i d e l i n e s  and cr i ter ia  f o r  t h e  design, canstruct iof i ;>and 'procuremet 
of systemwide f a c i l i t i e s  and equipment, and development of ope ra t ing '  

s tandards  and procedures Included are: 

, .. 

correspondence, memoranda, reports, working papers ,  and 
o t h e r  documents r e l a t i n g  t o  th.e above. 

numerical ly  by major ca tegory  (see a t t ached  example) File i s  arranged: 

__ _~_,~c_ ~ 

2. Monthly Reference Rate How often are rsords referred t o  which are: 

One to six months old A- ;Seven to twelve months o l d - 2 5 -  ;Thirteen to twenty-four months o l d 2 5  ; 

twenty-five months and older 25 .~ . - 7 -- I ____ _- 
3. Annual Rate of Accumulation of Records 

Letter-size drawers ~ -, ' Legagize drawers A-- ;Shelves - ; Other Ispedfv) ~ _ _ I  

. . .  , 

3012 (3/761 



._ -~ _ _ _ - _ _ ~  If not. where i s  i t?  

h. Oms the series contain confidential information requiring security handling? I f  yes. c i te  law or regdation. 
! 

I! W l w i  ~ M W  OI !wii (I<)( ~ I ~ ~ w I ~ I ~ .  9~ IIIO Id!! vv.nhv 11 ~ u Y P . ~ . , ~ ~  I < #  h w l ,  1 0 v  ( 1 1 1 1 n n o .  ln lv IODI . a  I < q  ~ C I ~ ~ N I ,  ~:ot ihl  I I I C C I !  ~ l i i c : t t ~ w * t ~ l ~ ;  IM? 

scheduled reparalely! 

I s  the information contained in this series ever published? I f  yes. attach copy. 

I s  the information contained in this series ever'analyzed andlor recorded in a summarized report? 

~- -~__ _- ____ 
I_- -. 

~ 

______. 1. 

g. 

__ -. -- 
this series in your office: or in another office or agency? 

_I-_ 

-- ___ of it)  regularly microfilmed? 

computer printout? 
- 

~ ~ _ _ _ _  _.___~__ _____~__ 
5. Retention Requirements The following requires the feries to he kept: 

a. State Law years. d. Audit period ___- years. 

e. Administrative nee? -L years. 

3 years. 
h. Statute of limitation wars. 

c. Federal law years. f. Federal retention instructions -- 

Attach copy or excert of laws or regulations. Explain administrative need 

Urban Mass Transpor t a t ion  Adminis t ra t ion  Ex te rna l  Operat ing Manual 
III.D.p41. 

- ____- ~- ____. ~ ~ - -- 
6. Approved Disposition Instructions This agency recommends that the file series he cut o f f  at the end of  each: 

r I Calendai Year: r i  Fiscal Year; XI Other _ _ c ~ m ~ l e t i o n ~ ~ p r c l - ) e c t  - then, 
place i n  i n a c t i v e  f i l e ,  then  

a Hold in the current files area 

0 Transfer to local holdmg area; hold _ _ _ ~ _ _  yearlsl; then 

0 Transfer to State Records Center; hold 

0 Destrov. 

a Transfer 10 Slate Archives for permanent retention. 

u Other ISpPofvl 

m o n t h l s l - 1  -_ vear(s1; then 

veadsl; then 

These instructions apply to a l l  prior and fulure iiccumulations of the series. 

(Indicate h i e f l y  rationale for recommendations abovelor write additional remarks): 

L 

. .  ~ . . , ~ .  .. . . , .. 1.. 
I, . 


